MINISTRY OF THE ENVIRONMENT AND WATER RESOURCES 



Programme Coordinator 
Project Executing Unit 

Job Description 

Job Summary 

The incumbent is required to manage and coordinate the Flood Alleviation and Drainage 
Programme for the City of Port of Spain (FAPPoS) ensuring that the strategic goals, objectives 
and benefits of the programme are accomplished within prescribed timelines and budget. Duties 
include: directing and coordinating the development of programme plans, budget, resources, 
schedules; implementing programme plans; leading and managing programme staff; monitoring 
and managing programme risks; and reporting on programme activities. 

Reports To: Permanent Secretary 

Supervision Given To: Technical and Administrative Staff 

Duties and Responsibilities 

Directs and coordinates the development and implementation of the programme plans 
including the programme scope an deliverables 

Develops programme governance systems, provides overall management of the 
programme 

Explains the implementation of changes to project scope and/or objectives to the client 
and the programme team 

Leads the team in prioritising signed off programme work, based on strategic importance, 
task outstanding, obstacles or barriers, budgets, resources and deadlines 

Creates or participates in the preparation of project documents and reports 

Determines roles of team members based on requirements, timelines and budgets 

Identifies, determines and coordinates resource requirements (including staffing, 
software, hardware and facilities) of the programme based on the specifications for 
successful programme completion 

Establishes and maintains a usable and well communicated schedule for all phases of the 
programme 

Tracks and reports weekly on the percentage of the programme complete, budget burn, 
earned value, slippage, duration to completion and other key programme metrics 

Maintains an accurate risk tracking document with an associated mitigation plan 

Manages scope creep through client change orders, internal change orders, phased 
delivery, or other methods; to ensure the deliverables are achieved on time, scope, budget 
and according to the overall strategy 



• Coordinates and manages the various project schedules to ensure timely completion of 
the programme and establishes overall work plans 

• Evaluates all key project deliverables as well as the final product to ensure tractability of 
requirements, high quality and client acceptance 

• Responsible for all signoff on all programme deliverables 

• Ensures the programme meets internal and external clients expectations with respect to 
quality, time, budget and strategy 

• Oversees the performance of contractors/consultants and other outsourcing services 
engaged for the programme to ensure compliance with contracts; also evaluates their 
performance 

• Identifies tracks, manages and mitigates risks to the programme. Addresses these issues 
as necessary to ensure minimal impact on quality, budgets and timelines 

• Works with the account managers to ensure the clients achieves an understanding of the 
expectations, deliverables, risk, progress and methodologies 

• When appropriate works directly with clients, or in concert with account managers 
and/or team leads to secure signoff on deliverables and documents 

• Communicates progress, risk, expectations, timeliness, milestones and other programme 
metrics to clients and team members 

• Coordinates, monitors and manages costs to ensure the programme is completed within 
budget; funds are released as required and programme expenditure is in line with budget 
plan. 

• Makes decision based on understanding of basic revenue models, profit and loss 
statements, and cost to completion projections 

• Ensures timely and accurate invoicing and monitors receivables 

• Ensures legal documents are completed on time and signed 

• Tracks and reports team hours and expenses on a weekly basis; and manages the 
programme budget 

• Performs programme post implementation activities such as soliciting feedback from 
stakeholders, preparing reports and archiving information 

• Prepares Cabinet Notes, briefs, reports and presentations on programme related matters; 
reviews status and other reports prepared by project personnel 

• Convenes meetings with management, programme staff, contractors/consultants to 
discuss programme matters and to provide updates on programme 

• Performs any other related duties 



Knowledge, Skills and Abilities 

• Knowledge of Public Sector and IDB financial regulations and accounting methods 

• Knowledge of contract administration, tender procedures, and procurement guidelines 

• Extensive knowledge of programme/project management principles, practices, techniques 
and procedures 

• Extensive knowledge of Strategic Management, Project Cycle Management 

• Extensive knowledge of public sector management principles, practices and procedures 

• Considerable knowledge of the relevant government financial rules, regulations and 
procedures 

• Considerable knowledge of the operations of internationally funded projects 

• Excellent communication skills 

• Strong analytical and problem solving skills 

• Must be computer literate with ability to produce reports, graphs, spread sheets and 
presentations 

• Ability to be highly motivated, results and detailed oriented individual 

• Must be able to work as a member of a team or independently 

• Ability to handle multiple assignment simultaneously 

• Ability to lead large projects of national importance 

Minimum Qualifications and Experience 

• Bachelors of Science Degree in Engineering 

• Registered with the Board of Engineers 

• Post graduate degree in Engineering, Project Management or a related discipline 

• Minimum of fifteen (15) years experience in the construction sector with a minimum of 
ten (10) years serving as a project/programme manager 

• Experience in handling FIDIC contract requirements 

• Experience working on projects for International Multilateral Organisations such as IDB, 
World Bank, EU or the UN 

OR 

• Any equivalent combination of training and experience 



